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Legal Services Corporation § 1602.5

Representative of the news media
means any person actively gathering
news for an entity that is organized
and operated to publish or broadcast
news to the public. The term ‘‘news’’
means information that is about cur-
rent events or that would be of current
interest to the public. Examples of
news media entities include television
or radio stations broadcasting to the
public at large and publishers of peri-
odicals (but only in those instances
when they can qualify as disseminators
of ‘‘news’’) who make their products
available for purchase or subscription
by the general public. These examples
are not intended to be all-inclusive.
Moreover, as traditional methods of
news delivery evolve (e.g., electronic
dissemination of newspapers through
telecommunications services), such al-
ternative media would be included in
this category. In the case of ‘‘free-
lance’’ journalists, they will be re-
garded as working for a news organiza-
tion if they can demonstrate a solid
basis for expecting publication through
that organization, even though not ac-
tually employed by it.

Review means the process of examin-
ing documents located in response to a
request that is for a commercial use to
determine whether any portion of any
document located is permitted to be
withheld. It also includes processing
any documents for disclosure, e.g.,
doing all that is necessary to excise
them and otherwise prepare them for
release. Review does not include time
spent resolving general legal or policy
issues regarding the application of ex-
emptions.

Search means all the time spent look-
ing for material that is responsive to a
request, including page-by-page or line-
by-line identification of material with-
in documents. The search should be
conducted in the most efficient and
least expensive manner. Searches may
be done manually or by computer using
existing programming.

[53 FR 6153, Mar. 1, 1988]

§ 1602.3 Policy.
The Corporation will make records

concerning its operations, activities,
and business available to the public to
the maximum extent reasonably pos-
sible. Records will be withheld from

the public only in accordance with the
FOIA and this regulation. Records that
may be exempt from disclosure may be
made available as a matter of discre-
tion when disclosure is not prohibited
by law, and it does not appear adverse
to legitimate interests of the public,
the Corporation, or any individual. The
Corporation will attempt to provide as-
sistance to requesting parties, includ-
ing information about how a request
may be submitted. The Corporation
will act on requests for records in a
timely manner.

§ 1602.4 Index of records.

The Corporation will maintain a cur-
rent index identifying any matter
within the scope of § 1602.5(b)(1)
through (3) which has been issued,
adopted, or promulgated by the Cor-
poration, and other information pub-
lished or made publicly available. The
index will be maintained and made
available for public inspection and
copying at the Corporation’s head-
quarters in Washington, DC. The Cor-
poration will provide a copy of the
index on request, at a cost not to ex-
ceed the direct cost of duplication.

[43 FR 51785, Nov. 7, 1978, as amended at 53
FR 6153, Mar. 1, 1988; 53 FR 9726, Mar. 24, 1988]

§ 1602.5 Central records room.

(a) The Corporation will maintain a
central records room at its head-
quarters at 400 Virginia Avenue, SW.,
Washington, DC 20024–2751, (202) 863–
1820. This room will be supervised by a
Records Officer, and will be open dur-
ing regular business hours of the Cor-
poration for the convenience of mem-
bers of the public in inspecting and
copying records made available pursu-
ant to this part. Certain records, de-
scribed in paragraph (b) of this section,
will be regularly maintained in or in
close proximity to the records room, to
facilitate access thereto by any mem-
ber of the public.

(b) Subject to the limitation stated
in paragraph (c) of this section, there
will be available in the central records
room the following:

(1) All final opinions, including con-
curring and dissenting opinions, and
orders made in the adjudication of
cases;
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(2) Statements of policy and interpre-
tations adopted by the Corporation;

(3) Administrative staff manuals and
instructions to the staff that affect the
public;

(4) To the extent feasible, guidelines,
forms, published regulations, notices,
program descriptions, and other
records considered to be of general in-
terest to members of the public in un-
derstanding activities of the Corpora-
tion or in dealing with the Corporation
in connection with those activities;

(5) The current index required by
§ 1602.4.

(c) Certain types of staff manuals or
instructions, such as instructions to
auditors or inspection staff, or instruc-
tions covering certain phases of con-
tract negotiation, that deal with the
performance of functions that would
automatically be rendered ineffective
by general awareness of the Corpora-
tion’s techniques or procedures, may be
exempt from mandatory disclosure
even though they affect or may affect
the public. These records will not be
maintained in the central records
room.

(d) Certain records maintained in the
records room or otherwise made avail-
able pursuant to this part may be
‘‘edited’’ by the deletion of identifying
details concerning individuals, to pre-
vent a clearly unwarranted invasion of
personal privacy. In such cases, the
record shall have attached to it full ex-
planation of the deletion.

[43 FR 51785, Nov. 7, 1978, as amended at 53
FR 6153, Mar. 1, 1988]

§ 1602.6 [Reserved]

§ 1602.7 Use of records rooms.
(a) Any member of the public who

wishes to inspect or copy records regu-
larly maintained in the central records
room may secure access to these
records by presenting himself or herself
at the records room during business
hours. No advance notice or appoint-
ment is required.

(b) Each records room will also be
available to any member of the public
to inspect and copy records which are
not regularly maintained in such room.
To obtain such records a person should
present his or her request identifying
the records to the Records Officer. Be-

cause it will sometimes be impossible
to produce these records or copies of
them on short notice, a person who
wishes to use records room facilities to
inspect or copy such records is advised
to arrange a time in advance, by tele-
phone or letter request made to the
Records Officer of the facility which he
or she desires to use. Persons submit-
ting requests by telephone will be ad-
vised by the Records Officer or another
designated employee whether a written
request would be advisable to aid in the
identification and expeditious process-
ing of the records sought. Persons sub-
mitting written requests should iden-
tify the records sought in the manner
provided in § 1602.8(b) and should indi-
cate whether they wish to use the
records room facilities on a specific
date. The Records Officer will endeavor
to advise the requesting party as
promptly as possible if, for any reason,
it may not be possible to make the
records sought available on the date re-
quested.

[43 FR 51785, Nov. 7, 1978, as amended at 53
FR 6153, Mar. 1, 1988]

§ 1602.8 Availability of records on re-
quest.

(a) In addition to the records made
available through the records rooms,
the Corporation will make such records
available to any person in accordance
with paragraphs (b) and (c) of this sec-
tion, unless it is determined thatsuch
records should be withheld and are ex-
empt from mandatory disclosure under
the FOIA and § 1602.9 of these regula-
tions.

(b) Requests. (1) A request will be ac-
ceptable if it identifies a record with
sufficient particularity to enable offi-
cials of the Corporation to located the
record with a reasonable amount of ef-
fort. Requests seeking records within a
reasonably specific category will be
deemed to conform to the statutory re-
quirement of a request which ‘‘reason-
ably describes’’ such records if profes-
sional employees of the Corporation
who are familiar with the subject area
of the request would be able, with a
reasonable amount of effort, to deter-
mine which particular records are en-
compassed within the scope of the re-
quest, and to search for, locate, and
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